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Submitting a Flexible Working Request - Employee Oleeo User Guide 
 This guide will show you how to:  

- Submit a Flexible Working Request. 
- Access your submited applica�on and view the status of your request in your applica�on portal. 

As per policy, you can request a maximum of two Flexible Working Requests within a rolling twelve-month period. Therefore choose one of the two options of 
Flexible Working Request forms as appropriate. These forms are directly linked to our application tracking system Oleeo. 
 
If you have already submitted a Flexible Working Request within the past twelve months via either or both of these forms and are unable to proceed with your 
application, then please contact the relevant HR Operations Team.  
STEP  EXAMPLE  

1) Access the Flexible Working Request forms on the HR 
website. 

 
2) Click the relevant link on the Flexible Working page 

(either Flexible Working Request 1 or Flexible Working 
Request 2). 

 
3) Once selected, you will be taken to another screen, 

click “Apply”.  
 

 
 
 
 
 

 

https://www.qmul.ac.uk/human-resources/oleeo/hr-recruitment--hr-operations-team/
https://www.qmul.ac.uk/human-resources/procedures/flexible-working/
https://www.qmul.ac.uk/human-resources/procedures/flexible-working/
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4) On the “Create Account” page: 
i. If this is your first time submitting a request, 

complete the registration form using your QM email 
address.  

ii. If you have an account already, click “Login”. 
 
 
 
 
 
 

5) Once you have logged in, you will be presented with 
the Flexible Working Request Form. Complete the 
form in full. 
 

6) Click “Submit”. 
 

Once submitted, your line Manager will be notified via email 
of the request. You will also receive an email confirming the 
request has been submitted.  
 

 
 
 

 
You should expect to have a meeting with your Line Manager to discuss your request. 
 
Once a decision has been made by your Line Manager, you will receive an email to notify you of the outcome of your request. The status of the request will also 
change on your application portal on Oleeo. 

• If the request is approved, you will receive the relevant confirma�on paperwork from your HR Opera�ons Team via email, as applicable. 
• If the request is rejected, refer to our Flexible Working policy for further steps. 

 

https://www.qmul.ac.uk/human-resources/procedures/flexible-working/
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Accessing your application and reviewing the status  
In your application portal, you can review: 

- The status of your request. 
- Any communica�on (emails) sent to you via Oleeo. 
- The details of the form that you have submited. 

STEP EXAMPLE 
Reviewing the status of your request 
If you have only ever made one application on Oleeo, the 
status of your request/application will be presented on your 
screen as soon as you log in.  
 
If you have made more than one application on Oleeo, you 
will need to: 

1) Log into your application portal. 
2) Click on your name on the top right of the screen. 
3) Click on “Review Status” under the relevant “Flexible 

Working Request” heading.  
  
 
Viewing communication  
After steps 1-2 above, click on “Review Communications” 
under the relevant “Flexible Working Request” heading. 

 
You will be taken to a screen with all the emails sent to you in 
relation to the request. 
 
Click on the communication you wish to view. 
 
 
Locating your submitted Flexible Working Request 
After steps 1-2 above, click on “Review Application” under 
the relevant “Flexible Working Request” heading. 
 

 
 
 

 
 
 
 

 

https://qmul-jobs.tal.net/vx/lang-en-GB/mobile-0/appcentre-1/brand-4/candidate/login

